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Good Morning,

| am Carolyn Walker member of the IRM software application team. | Todd Shirey,
Lamont Bell and Joseph Javier will be presenting and answering questions on the
new online surplus lines premium tax Application today. We hope this webinar will
be both informative and beneficial.

The Online Surplus Lines premium Tax Application will allow resident and non-
resident surplus lines brokers to submit policy information to the South Carolina
Department of Insurance and reconcile and pay quarterly premium taxes online

Allowing licensed surplus lines brokers to submit their policy information online and
make the associated tax payments via the internet will make the process more
efficient for the broker community and the Department. This system will provide a
comprehensive repository of information to facilitate fulfilling requests for specific
information about Surplus Lines business.

We will not be able to cover all the features of the online application. However, we
will provide a recorded demo three weeks prior to the deployment of the new
system that will cover all the features and functionalities of the system. Today’s
webinar will concentrate mainly on submissions and endorsements, the batch
uploads, the quarterly tax returns and submission cancellations. Let’s begin.
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1. Welcome to the Online Surplus Lines Tax Application — Trey Kannaday
2. Owverview of Online Surplus Lines Tax Application — Carolyn Walker
*  SC Dept of Insurance Home Screen
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o Userid and Password
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o Manually Add Submission
Manually Add Endorsement
Batch Upload
View/Edit/Cancel Submission
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Renew Submission
o Submission Summary
+  Manually Add Submission
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*  Process Pay Quarterly Tax
+  Payment
3. Presentation wrap up

o0 Q00




SC Dept of insurance Home Screen
www.doi.sc.gov

s
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South Carolina
Department of Insurance

FAQs  SCDOI Online Services  Search SCDOI Database En Espafol  Contact Us

Home Homa
About SCDOT

Bulletins and Orders

Public Information and Media '
Consumer Services %me

Individual /Apency Services

Company Services Welcome to the South Cafo!_ma Department of Insu_ra ce wei?snte._ Our agency a?sus_rs_

Click the “SCDOI Connect Login"
link to login and access the Online
Surplus Lines Tax Application.

SC.GaV = Online Services = Agency Listing | Search doiscgov Search

The page that you have before you is the SCDOI homepage.
At the top of the homepage click SCDOI Connect Login.




SCDOI Connect Login

Lagin

Account Typo: | Indnadusl ¥

Login Option 1 (Using Userld Password) Optiun 1:
User existing Username
ekt T and Password.
P
‘Passwoud 14
* Requined Fields
¥ Clear | 23 Login |
Login Optien 2 (Using indridual ianmber SSHDae of BEth)
AN ndividuals with an active individual license can login with their SC indidual number, SSN and date of birth. if you e not a
pegistered user, enter your idormation below to create an accoumit. B
Option 2:
"SC indbddual Numiber: B Enter SC Individual #, SSN, and DOB
* Soclal Security Mumber: -~ (errrrrern? NOTE:
“ pote wbts L7 B e ,\ If you do not have a Username
—4 | And password, use option 2
“Required flelds
(¥ Clenr| T Login|

Hyou need add@ional assistance, please contact [EMMAllEAD SC.o0Y

Two login options are listed on this page. Registered brokers may elect to choose
either option 1 or Option 2. Licensed individuals desiring access to the Connect web

application must select option 2 to register a user account before logging in for the
first time.

Before creating an account the user must provide his or her SC assigned individual
number, social security number, and date of birth.



Account Setup - Secret Questions SCDOI Connect Login
The South Carolina Depariment of Insurance uses secret questions to identify you in the event that you forget yo
Thiee questions are used, sach of which must be unique. Please carefully 5 +#hiG5E ANSWETS YOu Wi
to remember, and whose answers would only be known by you.
“Question 1: v|?
“Answer 1: ?
“Confirm Answer 1: ?
“Ouestion 2: v (7
“Answer 2 ?
“Confitm Answer 2: *
“Question 3: v
“Answer 3: ?
“Confirm Answer 3: ?
" Required Fields
C¥cClear | 3 Next I

You will be prompted to set up three secret questions



Account Setup )l Conn in

Please specify the User Id and Password you wish to use for your user account with the South Carolina Departrment of
Insurance below, User Ids must be unique and passwords must be between 6 and 10 characters long

‘User Id: ?
‘Password: ?
“Contirm New Password: ?

" Required Fields

C¥ciear | @ Save |

For security reasons, we strongly

advise that the Surplus Lines Broker
set up his/her own account.

You will be prompted to create a user id and password Passwords must be 6-10

characters long. For security and privacy purposes we strongly advise the Surplus
Lines Broker to create his/her own account.

Passwords will be encrypted before being stored in the database.



Login Successful Back o Main Meny Logout
Welcome

You have successiully logged into the South Carolina Department of Insurance web application! Menu items available only to
registered users are now accessible in your menu bar.

Please her that your p disC 1AL and should not be shared with amyone to prevent misuse. The
D tment holds all regist 1 users Tor their own user accounts and any data modifications made via
Those accoums.

What would you like to do now?

@ Update Individual Demographics
@ Apply for Licenses)
@ Change Password
@ Update Secret Questions
® Generate Centificate of Authority
l @ Online Surplus Lines Premium Tax Application ]

Once the user has successfully login , the Welcome page displays. Here, click the
Online Surplus Lines Premium Tax Application link.



Terms of Use Page

Backio Main Meny Logout

Use Agreement

THIS IS A LEGAL AGREEMENT BETWEEN YOU ("USER™) AND THE STATE OF SOUTH CAROLINA DEPARTMENT OF
INSURANCE (referred to as “SCDOI™ herein). BY CLICKING ON THE AGREE BUTTON OR USING THE SERVICES PROVIDED
HEREIN, USER IS CONSENTING TO BE BOUND BY AND IS BECOMING A PARTY TO ALL OF THE TERMS AND CONDITIONS OF
THIS AGREEMENT. PLEASE READ THIS ENTIRE AGREEMENT CAREFULLY BEFORE ACCEPTING ITS TERMS.

L Description of Services

The State of South Carolina Depariment of Insurance allows for the electronic renewal of producer appoiniments via SCDOI
CONNECT and allows USER 1o pay renewal fees to SCDOIvia electronic check. SCDOI CONNECT is for personal and non-
commercial use only. Please note that those producers who failed to comply with South Carolina continuing education
requirements are not reflected on the renewal invoice and | list These Is will be |

on 151 {eve

years)

This ag shall be g by and © in ewith the laws of the STATE OF SOUTH CAROLINA,
without giving effect 1o any principles of conflicts of law. If any provision of this agreement shall be unlawful, void, or for any
reason , then that p shall be deemed severable from this agreement and shall not affect the validity
and ility of any ini . This is the entire agreement between the parties relating to the subject matter

herein and shall not be modified except in writing, signed by both parties.

V1 Agree

Click the “| Agree” button when you
have read the terms of use and
ready to proceed.

South Carolina Department of Insurance

Please read the Terms of Use before using SCDOI Connect. By using the SCDOI
services you agree to be bound by these Terms Of USE and the Private Policy. After

reading the terms and instructions and select the ‘| Agree button at the bottom of
the page.



Broker Tax Dash Board
Broker Tax Dash Board o Maru | Logaut i
Please select from the below which best meet your needs. ‘
Marually Add Submiggion
I Submit Policy Rizk and Premium information one &t & time
L Marually Add Endorgement
Submat an Endorsement for a Pd'l:‘[ one al & teme,

| sarch Lptot
Submt multiple Policy Information and Endorsements through batch file upload

Vigw/Segrch/Eedit Submiprions

Allows you 10 View or Edit a Submission that you submitted for the curent tax year

Concal Submissions

Allows you to Cancel 3 Mon-Expired Submission

8| Process/Py Quarrerly Tax
Allows you to recancil county distribution and pay premiums 1axes dug on & cument quarery
B basis

B Berew Submiszion
Allgws you to renew an expiring policy

Sdmipyion Smenry

See submission summary as of cument year

L

You will be navigated to the Broker Tax dashboard. The new system offers the
following features:

Manually add submission
Manually Add endorsement
Batch Upload

View/edit/ cancel Submissions
Process/pay quarterly taxes

Renew submission
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Manually Add Submission e r—

ISubrnission Category: Regular, Stop
Loss, or Industrial Insured

Mesker Hpma SC Individeal & ol Submistion L]

dgancy Code [__ E Agency Hame: |

[ Fimp Lare?  Reaten fikng batui [-—-——_ El Insured Type: Individual, Entity,

Submizsion Carogerys |9 Submiztion 8 1A or Purchasing Group
| RISK PREMILM -

Multi-State: Select the Allocating
States of the Policy.

Submission Screen

Risk

This screen allows user to enter data for a new submission. When creating a new submission, the
tax year will default to the current tax year. The broker’s name and SC individual number will be
populated from the database. A user may elect to enter his/her associated agency code. However,
the agency code field will have a pick list button so that the user so may search for an active agency
by agency name. The agency name will be retrieved based on the code entered into the agency
code field or it will be loaded by the pick list search. If the agency you represent is not licensed by
the department, enter the agency name. Again this field is an optional entry.

Submission category is a drop down list that will allow the user to select the appropriate submission
category. Current submission categories for the online system are Regular, Stop Loss and Industrial
Insured.

If the submission is multi-state policy, check the multi-state policy checkbox. You will then be able
to select and add allocating states. If home state is SC, check the South Carolina home state
checkbox.

If the insured is a Purchasing Group the SC assigned company code must be entered. Valid insured
types are Individual, Entity and Purchasing Group.

User must enter the remaining risk information for South Carolina.

All required fields will be denoted by an asterisk.

The user is required to enter the name of only one company that declined to insure the risk. A
maximum of three companies may be entered if the user elects to list additional companies.
However, these are not required entries.

After entering risk information click ‘Next’..
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MManiialhv Adding Ciilhmiceinn Cantiniia
Iviaiituvaail MUl ls wURNITTHITOOIVII WWTILITTUG
Manually Add Submission e —

Beskar Home € Individval &:
Ageaty Code: B HII Agency Mame: ‘—] BackOut
[ Fiing Late?  Seanen filing bate: | v B
o ; [—_‘-tsu'o" v — Total Premiums Written and Total
" — Policy Fees and Total Premium Tax
RISK PREMIUM | will automatically be calculated by
Requerted Inmuronce Placed with the Following Surphur Lines | the system
Add Arcther Trsurer
Total Premiums Written for Policy et ——

Tatal Policy Fees Charged {Section T5-45-140) ]

Total Premiums Written and Policy Fees: /
Broker Tax Rate !

Totel Broker's Premium Tax
Distribution of Written Promiums (Round to the Mearest Dellar)

19.00 -: ife Section 38-1-20 (375) [ ..zz.ul; .A!I Camulty (Other than Auto Liab) .:

200 | Acc & Hith Section 38-1-20 (378) | 2330 | Comm Auro Lickiliy |'_ 2 ]
2200 All Proparty fother than auto) 2400 |Surety | —_——
ZZI0 PP Auto Physicel Damoge [:|25 00 Marine father thon wet Marin) |
2230 | Comes Auto Prysical Bamage — =

Premiums

This screen is used to record the Surplus Lines Insurers and Distributions of Premiums. In order to add a new Surplus lines
Insurer the user may select to enter the company code. When the user tabs to the premiums written column the
company name will be retrieved from the database and loaded in the company name field. If the company code entered
does not match a surplus lines insurer in the database an error message will display and the focus will be returned to the
company code field.

Users will have the option to select the Picklist button next to the company code field and search for the company by
name. In order to add additional Surplus Lines Insurers the user will click the’ Add Another Insurer Button’. Currently, the
maximum number of Surplus Line insurers that can be listed is five.

If you erroneously enter a company code, you may the delete surplus lines insurer by selecting the Delete button to your
right. The surplus lines company code, name and premiums amounts will be cleared.

The “Totals Premiums Written For Policy’ and “Total Policy Fees Charged by the Broker’ at the bottom of the Surplus
Lines Insurers list will be entered by the user. If the Total Premiums Written’ by the broker is not calculated correctly, the
total will be flagged. All totals entered by the user must be rounded to the nearest dollar.

Total Premiums Written and Policy fees and Total Premium Tax are calculated by the system.
User will be able to tab through the premium fields and enter values for the appropriate coverages.

The surplus lines insurer total premiums written for policy must equal the total premiums in the distribution of written
premiums. If these totals do not match an error will be posted. Users will have the opportunity to correct all errors.

Once the premium information is entered you may either click ‘Previous’ to review or change risk information or click
submit to save the risk and premium information to the database. Once the information is saved ,the screen will display
the submission number.

At this time you may add another submission, or click Main menu at the top of the screen to return the Welcome screen,
select another feature on the navigation task board, or logout of the application..
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1.

Requirements for a Successful Submission

Surplus Lines Broker must have an active license. However, if the broker
license is Inactive or Lapse and the policy placement date is prior to the
license cancellation or license lapse date, the submission is accepted.
Surplus Line Insurer’s Certificate of Approval must be active. If the surplus
lines insurer’s Certificate of Approval is cancelled and the policy effective
date is prior to the certification of approval cancellation date, the submission
is accepted.

Surplus Lines Insurers must be authorized to write business for lines of
coverage which the policy is written.

All flagged errors must be corrected.

If the insured type is a Purchasing Group, the group must have an active
certificate of registration and be registered/approved by SCDOI. The broker
must be designated by the purchasing group. The surplus lines insurers must
designated by the purchasing group.

Read what’s in the slide.
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Pleaze select from the below which best meet your needs.

Mhoraolly Adg Sobemippion
Submit Policy Rigk and Premium information one at @ time.

Morually Add Erdorsement
Submil an Endorsement for @ Policy one at & tame

Bareh
Submit multiple Policy Information and Endorsements through batch file upload

Yigw/Segrch/Edit Submi priong
Allows you 1o View or Edt @ Submission that you submitted for the current tax year.

Loncel Submizzions
Allows you 1o Cancel a Non-Expired Submission

Process, rtgely Tax
Allows you to recancil county distrbudion and pay premiums taxes due on @ current quarterly
basis

Benew Submipricn
Allows you 1o renaw an expiring policy.

S oo Susmeniey.
See submission summary as of curment year

Choose manually add endorsement when you want to endorse a submission.
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Manually Adding Endorsement

Ssarchi Policy & m Erdorrement o

Effactive Dates % Expiration bater

MOTE: ALL Premmm Adjustments muzt be rewaded to the Heorest Dullar

Surplus Lines Insurers

Compony Code  Company Home

4—] submission that you wish to

endorse.

|
Coverage Distribution
m. Bozcripten Premium Adjestments
2200 M broperty (Gibar hnaate) ]
30 coerne|
Adjuztments Tetals
Total Premium Writtent T ] Total Premiums Written and Total
Policy Fees Changedd :. Policy Fees and Total Premium Tax
— will automatically be calculated by
Total Premium Weitten & Fees Chargedd I the system.
Broker Tax Rateb | i ]
Total Premium Taxi i
(o ]

Manually Add Endorsement

To create a new endorsement the user will enter the submission number or policy number and
press the GO button. An endorsement may amend the following information:

Endorsement effective date

Endorsement expiration date: the endorsement expiration date cannot be greater than the policy
expiration date

Surplus lines premium adjustments

Coverage description premium adjustments

Policy fees adjustments.

All premium adjustments must be rounded to the nearest dollar.

If the user enters negative premiums on the endorsement and the negative premiums take the
surplus lines premiums to zero on the submission, this will in effect cancel the submission.
Total Surplus lines premium adjustments cannot be greater than total coverage description
premium adjustments.

If errors are posted, the user will have the opportunity to correct all errors.

Adjustment Totals:

At the bottom of the screen the user will enter ‘Total Premium Written and Policy Fees charged.
Policy fees charged is not a required field.

The remaining total fields will be calculated by the system. All required fields will be marked by
asterisks.



Requirements for a Successful Endorsement

1. Surplus Lines Broker must have an active license. However, if the broker
limmmmm o lomm mbeingm mo | mommm momod dlom mom ol mm mimm minde m bl iy sm almbm fo omslomen dom dela
HUETIDE 12 MdLLIVE U LA dHu LNE STTUUTSENINTSENL EHELLIVE UdLeE 1o PHivn w e
license cancellation or license lapse date, the endorsement is accepted.

2. Surplus Line Insurer’s Certificate of Approval must be active. If the surplus
lines insurer’s Certificate of Approval is cancelled and the endorsement
effective date is prior to the certification of approval cancellation date, the

endorsement is accepted.

Read the slides
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Questions on Submissions and
Endorsements?

17



Surplus Lines Broker Bulk
Submissions

Methods

* DOI Online Services Website
*FTP Server

The South Carolina Department of Insurance has developed two methods by which

brokers or their 3" party providers can upload submissions — Web Browser and
Direct connection to a secure FTP.

The format for the file will be the same for both methods and will be discussed later
in the presentation.



roker lax bas oar

Please select from the below which best meet your needs.

Marwally Add Submizzion
‘Submit Pobicy Risk and Premium informatson one af a lime.

Harually Add Endorsement

Submit an Endorsemeant for a Policy one at a time.

View/Search/Edit Submiszions
Allows you 10 View or Edit & Subemizsion that you submitted for the curment tax yesar.

| Submizai
Allows you 1o Cancel a Non-Expired Submission

ey T

Allgws you to reconcil county destribution and pay premiums taxes due on a cumerd quarery
basis.

Penow Submizzion
Allows you 10 renew an expiring pokcy.

Submizzion Summary

See submizgion summary &8 of curment year
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Click the “Browse"” button to search
for the Comma Separated Value or

T;l ‘Jg/ CsV file and then click “Upload”

Batch Upload s m'ﬁif’ button to upload the file

] [ e | wiew |
Uplsad Besslts
Toveurs [0 |¥]
Date Pracessing Tetel  Becords

LT e s B e File Processed Median Resuits
' ' T I
152 oavosszon | oeete Witk Tens o filalcsy wb | T

Erroes |

T

123 08/02/2001 | Complete 158 o filelcsy ftp

Click “Browse” to find the Comma Separated File you wish to upload.

Click “Upload” to begin the upload process.

Once the upload is processed by our server the results will appear in the grid. This
process may take several minutes. If you choose you may wait on this screen or
return later to check the results and download the response file.



Batch Upload Through FTP

Setup
* Send Email to FTPREQUEST@doi.sc.gov
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Client Software

* Custom designed software
 Commercial or shareware Client software
* http://filezilla-project.org

Your IT department may to choose to develop a fully automated system but if not,
you may choose any ftp client software that supports an FTPS connection (FTP over
implicit TSL/SSL). If you don’t have an FTP client application you may want to
consider FileZilla. It can be downloaded at http://filezilla-project.org
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Connecting

Scdiftp.doi.sc.gov — Production

Scditestftp.doi.sc.gov — Test
Port: 220
Server Type: FTPS

Transfer Mode: Active

Here is the information you will need to use when connecting to the FTP server
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File Layout

* CSV Format ( no headers )
* One submission per line

Example:
1,1,1,Smith Agency,0,1,19150,My back porch,122334frg343...

All files submitted, whether through FTP or through our web site must be in CSV
format with no header row. This means that all data elements on each line must be
separated from each other by a comma.



